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POLICY: .01 The Laboratory maintains current records of each
employee’s name, family status,  home address, and
work locat ion (organizat ion,  Mail  Stop,  bui ld ing,
and room number).

CHANGE IN NAME: .02 It is  each employee’s responsibi l i ty to noti fy the
Group Off ice promptly when his or her name has
changed.  The Div is ion or Group Off ice is
responsible for submit t ing a Personnel Action form
to the appropriate Employment Representat ive in
the Employment Group (PS-1).

CHANGE IN FAMILY STATUS:

Benefits .03 The employee must report promptly any changes in
family status (marr iage,  d ivorce, addit ion to
family, etc.) to the Benefi ts Group (PS-3) by
complet ing and submit t ing a “Next of Kin” form.
PS-3 uses this form, avai lable f rom the Group
Off ice, to update benefi ts records.

Security .04 An employee who, after submit t ing a Quest ionnaire
for Sensit ive Posit ions, marr ies an uncleared person
must submit DOE Form DP-354, Data Report on
Spouse, to Personnel Secur i ty (OS-12) with in 45
calendar days of the marriage.  The form is
avai lable from OS-12.  I f  two cleared employees
marry, OS-12 must be not i f ied by memorandum or
telephone cal l .   PS-1 sends OS-12 a Personnel
Action form if  there is a name change; however,  the
employee must noti fy OS-12 of the marr iage even i f
there is no name change.

Income Tax Withholding .05 These changes may inf luence an employee’s payrol l
deduct ion for income tax purposes.  An employee
who wishes to change deductions may obtain a W-4
Form from the Payrol l  Group (FIN-2) for th is
purpose.

CHANGE IN HOME OR .06 �  Each off ice, through the group level,  updates
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     WORK LOCATION: directory information on the Information
Management (INFORM) Personnel System for a l l
employees in the group code.  Line managers may
delegate th is update authori ty to any employee but
must be aware that the Personnel System contains
information protected by the Cal ifornia Information
Pract ices Act (CIPA).  See AM 708.  Call  the
INFORM Off ice to obtain user guides for the
Personnel System or to request train ing,
information, or assistance.  Questions about the
col lect ion of employee-location information may be
directed to the Communicat ions and Records
Management Division (CRM).

http://admin_manual.lanl.gov:1500/pdfs/adm/am708.pdf

